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1. Select “Financial transactions” under the “Financial processing” heading. 
Note:  The Creditor Agency Financial Supervisor is the only FedDebt role that can 
perform financial transactions. 
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2.  User will be directed to the “Financial batches” screen.  Select, “Enter batch”. 
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3. User will be directed to the “Create financial batch” screen. 
 
4. Select the transaction type (ADJ-Adjustment, PMT-Payment or REV-Reversal) from the 

“Transaction category” drop down box. 
 

5. Select “AGCY – Agency” from the “Origin” drop down box. 
 

6. Enter the number of transaction being performed in the “Control number of entries” 
field. 

 
7. Enter the dollar amount of the transaction in the “Control dollar amount” field. 
      Note:  Only numerical digits are to be used in this field. Using “$” will result in an 
      error message. 

 
8. Select “Create batch”.  
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9.  User will be directed to the “Financial batch entry” screen. 
 
10. Select the type of transaction from the “Transaction type” drop down box. 

 
11. Select “Add entry”. 
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12.  User will be directed to the “Create MIAPT transaction” screen. 

 
13.  Enter the date the debtor made the payment in the “Payment date” field. 
        Note: Entering a date prior to debt referral will result in an error message. 

 
14.  Enter the appropriate “FedDebt Case ID” in the corresponding field. 

 
15.   Select “Next”. 
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16.    User will be directed to the “Enter manual identified agency payment (MIAPT)”  

   screen. 

 
17. Enter the amount of the payment in the “Payment amount” box. 
 
18. Select the method of payment (Bank Check, Certified Check, Credit Card, Money  

Order, Other Instrument, Personal Check or Wired EFT) from the “Instrument type” 
drop down box. 

         Note:  If Credit Card payment is selected then “Credit Card Type” (American 
         Express, Bloomindales, Diner’s Club, Discover, MasterCard or Visa) must be  
         selected. 
 
19.   If the instrument type is a check, enter the check number in the “Instrument  
        Number” box. 
 
20.   Select “Save”. 
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21.  User will be directed to the “Financial batch entry” screen. 
 
22.  Select “Cancel”. 
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23.  User will be directed to the “Financial batches” screen. 
 
24.  Select Exit. 
       Note:  The Creditor Agency Financial Supervisor who enters a batch cannot  
       approve the batch.  This is due to a system of checks and balances. 
 

 


